STATZ OF CALIFORNIA .

RECORDS RETENTION SCHEDULE | Q/\wo
APPROVAL REQUEST &N

STO. T2 {REY . 7-32) (1} DEPARTMENTY, BOARD OR COMMISSION

Department of Toxic Substances Control
DIVISION, BUREAU OR OTHER UNIT

N . ] . Human Resources
Submit three copies with three copies of the [ A5pAgss

Records Retention Schedule, STD. 73. 400 P Street, 4th floor Sacramento, CA 05814

K CHECK THE APPROPRIATE BOX:
1o WWW._M.M.MW ﬂm. mmuuﬂmw,zﬂmum% WMM@MMM S @ E New schedule of records that have never been scheduled. (Complete boxes 5- 8.)

Amocmm:wm_‘m‘mﬁmooﬂ::m .. .
. Q mmsmﬁmmEﬁocmm%mucmm.OanmumwoxmmmL@
Sacramento, CA 95814 (or IMS C-39) D {A new mn.cwoﬁ number wilf v% assigned.)

@ D Amending some pages of a previous schedule. (Complete boxes 8 - 12}

(9186) 445-2204 or CALNET 485-2294 {The original approval number will remain In effect)

SCHEDULE NUMBER 16) SCHEOULE DATE 7y NUMBER OF PAGES T8 CUBIC FEET | Fotal Schediia
NEW SCHEDULE | Fotal Schaduey
INFORMATION DTSC 99-03 7/12
(If appiicable) /12/99 19 267.1
PREVIOUS SCHEDULE (8) SCHEDULE NUMBER{S) 10y APPAOVAL NUMBER(S) {11} APPROVAL DATE(S) (12) PAGE NUMBER(S) REVISED
INFORMATION
{If applicable)

PART | -- AGENCY STATEMENTS

As the program manager {or person authorized to sign for the program manager) directly responsibie for the records listed on
the attached schedule, | certify that alf records are fisted, that | have reviewed the need for the records,(per Section 1611 of
the State Administrative Manual) that eachpetention period is necessary and correct as scheduled, and (for a revised
schedule) that all nmﬂém pravious scjfedufe have been accounted for. ‘

/)
{13 SIGNATURE-MANAGER DIRECTUY REFPONSIBLE,F E §l {14 47T (15} DATE SIGNED
&l) Phil »agg A @\NNJ }S\S\s Rbdranead|  10-4.99
, 5
2 Lynn Whetst : H=-7-
VS mnnum&manm with mommww:m...m: Code , approval of the attacheéd Records Retention Schedule by the Department of nwwv

General Services is hereby requested. Retention periods have been established by this agency after a careful evaluation of
all the factors fisted in Section 1667 of the State Administrative Manual.

| hereby certify that | am authorized to act on behalf of the head of this agency in matters pertaining to the retention and
disposal of records. (Per Section 1611 of the State Administrative Manual)

{18) mmm¥mm13N830w MANAGEMENT ANALYST (1n TIME
aod, W Old Aaconsf L8 T
T18) “NAME {Printod or Typed) - {15 _TELEPHONE {20) DATE SIGNED
L. . F . X - .
Shepledy SChAaRoSoh (9,0 229-37259 1 /29/96
PART Il -- DEPARTKMENT OF GENERAL SERVICES APPROVAL {Per Government Code Section 14755)
(21} SIGNATURE-OIS ISULT, {229 APPROVAL NUMBER
& : g9 -234
{28 THE (24} DATE SIGNED
Orinaiyal [2/15/94
Fd

PART Iil - ARCHIVAL SELECTION (PerGovernment Code Section 14755)
THE ATTACHED RECORDS RETENTION SCHEDULE:

(25) Contains no material subject to further review by the Cafifornia State
Archives

Contains material subject to archival review. ltems stamped "Hold/Notify
@[] Archives™ may not be destroyed without clearance by the Secretary of
State. (Per Section 1614 of the State Administrative Manual .}

&n GN, }EMIGI_m_u = S 28y DATE SIGNED E
§ §§ &kg\\bﬁm%w \%\\Q@. /9o
7 S W\ = 7 * ~ 7
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DEPARTMENT OF TOXIC SUBSTANGES GONTROL
GS #82000

i

SCHEDULE NO. DATE

BTSC ©9-03  27/12/99 3

ORGANIZATIONAL UNIT

MANAGEMENT SERVICE S/HUMAN RESOURCES

PAGE OF

ADDRESS {NUMBER STREET CITY}

1 19
D@PS‘M}N? ;:; él ]

HEM
NO. | FEET

CUBIC - CALIF

400 P STREET, 4th FLOOR, SACRAMENTO

TENTHION HA

MISSION STATEMENT

The Human Resoutces Branch of Adminisirative
Services is responsible for providing personnel
services to employees and management which
includes processing all documentation relating to
appointments, separations, miscellaneous
employment history changes, classification and pay,
selection and testing, performance evaluation and

This schedule will cover the Classification and Pay,
Examination, Health and Safety, Return fo Work,
Labor Relations and Transactions Units.

standards, relating to the State Civil Service System.

Retention Authority:

For those records which have no
reference to a governing law or authority
for the retention cited, the manager's
(manager direclly responsible for the
records) authority appfies.

Confidential Records: ‘
All records flagged in Column 16 willbe
shredded at the time retention has
expired. If the records are sent to the
State Archives, the State Archives must
maintain records flagged in Column 16
as confidential and shred at the time of
disposal.

Vital Records:

A number of records have been flagged
as vital records. Method of protection
for these records has not yet been
determined by the Department. Future
reviews and studies will be conducted to
determine the best method of protection.




Siate of Catifornly
RECORDS RETENTION SCHEDULE

Std. 73 (PC Generated by DTSC 4r93)

ITEM
NO,

{ 0.2 Board of Confrol Claims/Correspondence

2 20 Statement of Economic Interests (STD.730)

Examinalion Announcements
3 0.2 _ Deparimental .

Other Depavlments

5 Servicewide
6 0.1 Generat Services Charge Card Inventory
: |
7 | General Services Charge Card Notification {copies)
8 0] Purchase Orders (copies)
9 | 200 Report of Personnel Action (RPAYDTSC 1058)

{Located in Personnel Transactions Office)
{Includes Duty StatementsiPosilion Justification)
{Freeze Exemplions)

(STD. 625 Classification and/or Cetlification)
{STD. 651 Employee's Job Description)

CEFAIIEMENT OF TOXIC SUBSTANCES CONTROL SCHEDULE NQ. DATE
GS #82000 DTSC 92 -0 33712199 9

DRGANIZATOMAL UNET . PAGE QF

MANAGEMENT SERVICESHMUMAN RESOURCES 2 19

ADDRESS {NUMBER SIREET ~  CHY) DGS APPROVAL MO, B

400 P _STREET, 4th FLOOR, SACRAMENTO Qg - ? J 111 :

THTV ] RETENTIING & 1o 21e PHA
q .
PIX| 4 2 6
PIX iCuremnt Cutrent | XI Relain as "Current” uniil superseded or
+2 +2 Cancelled. PRA 6254, IPA 1798.40.

SAM 1600 AT-1, llem 67

P jAclive Aclive Retain as "Active” until superseded.

Pl [Active Aclive Relain as "Active” until exam s
completed.

Pl 1Aclive Active Retaln as "Active” untll exam Is
compleled,

Pl |Aclive Active Becomes inactive when superseded.

Pl [Aclive . |Active Becomes inactive when superseded.
Originals maintained in Business
Services.

!

P} iActive Aglive Becomes inaclive once order is
received. Original maintained In
Business Services.

P X jAclive Active [XI Retain as "Aclive’ as long as posilion

+4 B +10 exists for position hislory.

PRA 6254; IPA 1798.40
SAM 1600 AT-1, llem 36, 39 & 49,
Records are needed for
future position history ref-

erence,




State of California
RECORDS RETENTION SCHE{‘)ULE

Std. 73 {PC Generaled by DTSC 4/33)

DEPARTMENT OF TOXIC SUBSTANCES CONTROL SCHEDULE NO. DATE

GS #82000 | DTSC 99-03 A7/1289 1
ORGAMIZATIONAL UNIT PAGE OF
MANAGEMENT SERVICES/HUMAN RESOURCES 3

ADORESS

(NUMBER

STREET

cify}

19
DGS APPROVAL M -y
9q-234

5

OCOR, SACRAMENTO
; P

ITEM cuaic : .E!\L%F |
No. | BEEF | STALE al
: ARCHIVES N
8 R R q o 44
10 | 50.4 Report of Personnel Action (RPA) P X |Active Active (X1 Relain as "Active' as long as position
R (DTSC 1058) (Located in Central File Unit) 4 6 +10 existe {or position history.
PRA 6254; IPA 1798 40
SAM 1600 AT-1, item 36, 48.
*See below
1 0.2 Staffing Report Pt ICurrent Current Retain as "Current” untii superseded.
+5 +5 Retain an additional five years for
position history.
12 | 100 Subject Files {filed alphabetically by subject) P} |Aclive Aclive Becomes inactive when no longer

needed.

*Contents are being reviewed
for incorporation into
Official Personnel Files
(Item #70)




State of Calilornia

RECORDS RETENTION SCHEDULE

5td. 13 (PC Generalad by DTSC 4193)

DEPARTMEHY OF TOXIC SUBSTAMCES COMIRGL
GS #B2000

SCHEDULE MO, DAYE

1 DTSC _99-03  47/1279 .

ORGAMIZATIONAL UMIT

PAGE oF

MANAGEMENT SERVICES/HUMAN RESOURCES A 19

ANDRESS EHUMBER STREE

¥ CIFY)

0GS APPROVAL NO,

ug -2

TTEM

-HO.-.

cusic

A

1400 P_STREET, 4t FLOO

RetEntion

R, SACRAMENTO

TIGTAL 1 i

13

14

15

{6

17

18

U U oo |

1.0

3.0

2.0

CLASSIFICATION AND PAY UNIT
Adverse Action Files

a. Terminafion by Disciplinary Aclion
(Resignation with fault, AWOL)

" b, All other Adverse Aclions & Correclive Actions

Classificalion Hislofies

Class Sperificalions

Grievances
Includes Employee Contracts {STD 630)and
Merit Issues

Layolf Material

P XjActive

Pl |Active

P Cunrent

P X |Active
+3

P} [Active
+5

I y

Active |XI

Active

Current

Active |XI
+3

Aclive |XI
+5

Retain all cases involving

termination by disciplinary action.
Hnactive after employee reaches age
PRA 6254, IPA 1798 .40,

SAM 1600 AT-1, ltem 78(c).

Relain for 3 years or whalever
is stiptlated in the agreement.
PRA 6254: IPA 179840,
SAM 1600 AT-1, ltem 69.

Unique to the Department. Data
including utilization, reafiocation
background, stirdies, etc. Becomes
inactive when no longer needed for
operation histories. '

PRA B254; IPA 1798.40.

Retain as current. Replace when
supersaded,
SAM 1600 AT-1, ltem 70.

Retain as "Active” until grievance
resolved. Then retain for three years
from dale of resolution,

PRA 6254; IPA 1798.40.

SAM 1600 AT-1, ltems 40 & 75.
Official Senfority list, Layoff, Notice of
Transfer. Inaclive after 5 years from
layoff. Govern. Code PRA 6254,
IPA 1798.40,




Stste of Catifornia

DEPARTMENT OF TOXIC SUBSTANCES CONTROL SCHEDULE NO, DATE
GS #82000 PDTSC 99-03  27/12m9 E
RECORDS RETENTION SCHEDULE ORGAMZATIONAL UNIT PAGE OF
MANAGEMENT SERVICES/MHUMAN RESQURCES 3 19
Sid. 73 (PC Generaled by DTSC 4/93) ADDRESS (NUMBER STREET CITY} DGS APPROVAL NG,
| 400 P STREET, 4th FLOOR, SACRAMENTO Q-234
ITEM CUBIS . : R
No. FEET 1
4
19 1.0 Memoradums of Understanding P1 |Active Active Retain as "Active” until superseded.
{Rargaining Unit Contracts) +5 +5 :
20 3.0 Outgoing Chron P 5 5 Five year retention required per the
“ll.egal Office.
21 6.0 Policy and Procedure Memos P| [Current Current Retain as "Current” until superseded.
+2 +2
22 | 6.0 Workers Compensation Pl {Active Active [Xi Retain as 'Active’ until setllernent of
' +2 +2 the claim or closure of the case,

Then retain for two years. PRA 6254,
IPA 1798.40; SAM 1600 AT-1, ltem 71{(c).

P




State of California DEPARTMENT OF TOXIC SUBSTANCES CONTROL SCH O, DATE
GS #82000 L P18C " 99-03, 71200 3
RECORDS RETENTION SCHEDULE ORGANIZATIONAL UNIT ' PAGE6 oF
MANAGEMENT SERVICES/HUMAN RESOURCES 19
Std. 73 (PC Genersled by DTSC 4/83) ACDRESS HUNMBER STREET CHTY) DG APPROVAL NG,
400 P STREET, 4th FLOOR, SACRAMENTO C} * 2 .; Q 5
ITEM__ | CUBIE = MY K
no. | ket I
o
EXAMINATION UNIT
A separate file is set up for each individual exam
title, Within this file are the items listed, in the order
of their filing. Length of time for eligible list activity
ranges from one to four'years, depending on lhe
exam. :
23 0.5 Appeals Pl iActive Active X1 Inactive after a particular examination
+1 +1 list expires. Then refain for 1 year,
PRA 6254, IPA 1788.40.
24 0.3 Employment Inquities and Applications P 2 2 A Retain for 2 years.
PRA 6254; IPA 1798.40,
25 1 27.0 History Pl Active Active [X Exam documents including
[ +2 ‘ +2 background, establishment, planning
i recruitment, efc. Inactive after a
| particular examination list expires.
! (4-6 years) Then retain for 2 years.
| PRA 6254, IPA 1798.40.
‘ ‘ y
26 i History C| |Active Aclive X " Y "
g +2 +2
|
27 ! Applications :
i Rejected Pl |Aclive Active |XI tnactive after a patlicular examination
! +2 +2 list expires. Then retain for 2 years.
I PRA 6254, IPA 1798.40.
|
28 ! Successiul Pl [Active Active X} ! ) " /
| +2 +2




State of California DEPARTMENT OF TOXIC SUBSTANCES CONTROL SCHEDULE NC. DATE :
- GS #82000 LTSC 99~03  47/12/99 - 3
RECORDS RETENTION SCHEDULE : ORGANIZATIONAL UNIT PAGE oF
‘ MANAGEMENT SERVICES/HUMAN RESOURCES 7 19
Std. 73 (PC Generated by DTSC 4/93} ) ADDRESS {NUMBER STREETY [« 4] DGS APPROVAL NO,
400 P STREET, 4th FLOOR, SACRAMENTO
IWEM. JCUBIC . [ CAUF : ; L PRA T
wo, reir | s
29 } Unsuceessful Pl (Active Active |XI Inactive after a particutar examination
! ‘ +2 +2 - |list expires. Then retain for 2 years,
E PRA 6254; IPA 1798.40
E
30 i Certification of Eligibles Cl [Active Aclive {Xi Inactive after a particular examination
] +2 +2 list expires. Then retain for 2 years.
i PRA 6254; IPA 1798.40.
| Retained in individual examination
I files, '
E
3 | Conditions of Employment Pl iActive Active X Inactive after a particular examination
i . +2 +2 list expires. Then retain for 2 years,
| PRA 6254; 1PA 1798.40.
l _ _
a2z | Cotrespondence File L P| |Active Active X Active until the next examination
| ‘ PRA 6254; 1IPA 1798.40.
I
13 | Disqualification Sheets , Pl {Active Active |X inactive afler a particular examination
| {Qualificalions Appraisal Pane! (QAP) & +2 +2 fist expires. Then retain for 2 years,
| Performance Readiness Evaluation (PRE)) @ PRA 6254, IPA 1798.40.
| .
34 i Ethnic Information - QAP Pi |Aclive Agctive X " " !
| and PRE Panel Members _ +2 +2
l -
35 | Promotional Readiness Evalualion (PRE) P| |Active Active | X1 " po "
| +2 +2
5 ‘
36 ! Qualification and Appralsal (QAP} and P| |Aglive Active (X " " "
; Promotional Readiness Evalualion (PRE) |2 _ +2
! Committee Members Raling Sheels i
|
37 ! Veteran's Preference . Pi |Active Active |X " " "
| o +2 +2




State of California
RECORDS RETENTION SCHEDULE

Std. 73 (PC Generaled by DTSC 4/93)

DEPARTMENT OF TOXIG SUBSTANGES CONTROL,
GS #82000

SCHEDULE MO, DATE

1 DISC 99-03. 37/1299

QRGANIZATIONAL UNIT

PAGE ¢ o g
MANAGEMENT SERVICES/HUMAN RESOURCES

ADDRESS {NUMBER STREET oY)

400 P _STREET, 4th FLOOR, SACRAMENTO

DGS APPROVAL NO.

Qg -2

TEM cuas CALIF :RETENTION : RA:
WO | FEEY '§1
5 A
38 | Written Test Answer Sheets Pl |Aclive Active |X Inactive after a particutar examination
| ‘ +2 +2 list expires. Then retain for 2 years.
I PRA 6254; IPA 1798.40.
|
39 | Written Test Booklets and Inferview Questions Pl [Active Active X " " "
| +2 +2
40 2.0 QAP and PRE Interview Tapes X 1 T X *=Cassetle tapes
|State Personnel Board requires
interview examination {apes one
vear from the interview. They are
. then erased by the Exam Unit,
PRA 6254. IPA 1798.40.
41 0.1 Reemployment List/Cards Pl iActive Active X Inactive after layoff; then retain for
+3 +3 3 years. Government Code 19997.11.
' PRA 6254, IPA 1798.40.
42 0.5 State Personnel Board Employment Lists Pl |Active Active Inactive after a particular examination
list expires.

+4 +4




Slale of California NEPARTMENT OF TOXIC SUBSTANCES CONTROL SCHEDULE NO, DATE .
L GS #82000 {1 DTSC 99-03  47/12/99 3
RECORDS RETENTION SCHEDULE ORGANIZATIONAL UNE PAGE OF
|MANAGEMENT SERVICES/HUMAN RESOURCES 9 19
8td 73 {PC Generaled by DTSC 4/33) ADDRESS (NUMBER STREET CITY) 0GS APPROVAL”? (':% A
400 P STREET, 4th FLOOR, SACRAMENTO q Q T~ g
HEM. 1 M ETENT!
HO.
8
RECORDS MANAGEMENT
43 0.2 Bi-Annual Reports P 3 3 Includes Records Holding and
| Destruction Report.
|
44 | Quarterly Records Destruction {Copies) p 2 2 Originals maintained In Business
i : Services. :
l
45 | Records Retention Schedule (STD.72 & STD.73) Pi |Current Current Retain as "Current” until revised,
! superseded, or rescinded.
E ‘
46 i State Record Center Reference Reguest (ST1.76) Pl |Aclive Active Retain as "Active” until request for
B : referral or withdrawl is completed.
] Originals sent to the State Record
] Center.
l
47 0.1 Transfer Lists (STD.71) P| iCurrent Current Retain as "Current” until records are

destroyed, retired permanently,
transferred to State Archives, or when
no longer needed, whichever is later.
Originals sent to the State Records
Center.




State of Calilornia DEPARTMENT OF TOXIC SUBSTANCES CONTROL SCHEDULE NO. DATE
G$ #82000 {DTSC 99-03__ 4712499 3
RECORDS RETENTION SCHEDULE ORGANIZATIONAL UKST PAGE OF
MANAGEMENT SERVICES/HUMAN RESQURCES 10 19
Sid. 73 {PC Generated by DTSC 4-"93)_ ACDRESS {NUMBER STREET CHY) ) DGS APPROVAL MO, }
400 P _STREET, 4th FLOOR, SACRAMENTO Q-2 3
ITEN Talv T RETENTION BRA ; o
O, JFFCEDERT | SR
TRANSACTIONS UNIT
48 0.1 Accident Report (8TD 268) P X {Aclive Active | X1 Retain as "Active” unlit setliement
(Other than Motor Vehicle} of the claim or closure of case.
PRA 6254; IPA 1798.40.
SAM 1600 AT-1, tem 19,
49 3.0 Altendance Report (Payroll} P 5 5 (X Retain for five years or until
(STD 672) audited, whichever occurs first,
PRA 6254; IPA 1798.40.
50 3.0 Attendance Report (Leave Usage) p 5 5 Xl Relain for five years or untl
' (STD 672) audited, whichever occurs first.
PRA 6254; IPA 1798.40.
51 4.0 Altendance Summary (TDC-634) P 5 5 X " " "
(PMIS Leave Syslem) |
52 * Authorization for Exira Hours* P 5 5 |1 X Retain for five years or until
" {STD 682)(Cash Overlime) audited, whichever accurs first.
*Filed with Miscellaneous PayrolifLeave (Overtime for cash)
Actions (Form STD 671) PRA 6254; IPA 1798.40.
53 * Authorization for Extra Hours* P 3 3 X Retain for three years or until
(STD 682)(Overlime for Gomp. Time om audited, whichever occurs first.
*Filed with Employee Time Sheet, DTSC 1001 (Ovettime for Compensating Time Off
(CTO))
PRA 6254; IPA 1798.40.
54 0.2 Change in Payroll Header (STD 407) P 4 4 Retain for four years or until audited,
whichever occurs first.
SAM 1600 AT-1, lem 22.




State of Caliloroia

RECORDS RETENTION SCHEDULE

Sid. 73 (PC Generated by DTSC 4/93)

GS #82000

DEPARTMENT OF TOXIC SUABSTANGES CONTROL

SCHECULE NO. DATE

ITSC 99-03  A712m9

CRGANIZATIONAL Wt

MANAGEMENT SERVICES/HUMAN RESQURCES

PAGE OF

19

ADDRESS  (NUMBER

STREET ciry)
400 P STREET, 4th FLOOR, SACRAMENTO

11
9IE 54

1TEM cuBIG
HO, FEET

TTEALIF
_state

icies|

N

IMY

o RETEHYION,

doeei

55 2.0

56 10.0

a7

58 0.1

59 9.0

60 0.5

Change in Eslablished Position (5TD.607)

Certification of Eligibles (STD 664)

{No names cerlified)

Cerlification of Eligibles (STD 664)
{Names certified)

Ermployee Action Request (STD 686 & 687)
(Original keyed on-line)

Established Position (STD 608}(Perm)

Employee Time Sheet (DTSC 1001) (copies)

P Curreni
+2 -

6 mo.

Current

+2

Xi

Xl

Xl

Retain for four years or unlil audited,
whichever occurs first,
SAM 1600, AT-1, Hem #28.

Retain for 3 years or until audited
by the State Personnel Board,

[whichever ocours first,

SAM 1600 AT-1, ltem 50,

Retain for 3 years for audit/legal/
court purposes,

PRA 6254, IPA 1798.40.

SAM 1600 AT-1, tem 50.

Retain for a period of no |ess than six
months following the close of the
fiscal year in which the dala was key
entered to the Slate Controlier's
Employment History Data Base.
PRA 6254, IPA 1798.40.

SAM 1600 AT-1, Hem 60,

Retain for 3 years for audit purposes.
Original maintained in Fiscal Systems.
PRA 6254, IPA 1798.40.

Retain as "Current” until Record
(Permanent) position is abolished
of reclassified. Then retain for
two years from end of fiscal year
involved.

SAM 1600 AT-1, tem 29.




State of California DEPARTMENT GF TOXIC SUBSTANCES CONTROL ISCNEDU{E N, DATE
GS #82000 99-03 Jrr12me 3
RECORDS RETENTION SCHEDULE CQRGANIZATIONAL URIT PAGE OF
MANAGEMENT SERVICESHUMAN RESOURCES 19
Std. 73 {PC Generaled by DTSC 4/93} N ADDRESS (MUMBER SYREET CITY) ()V.Ai. - Yy
400 P_STREET, 4l FLOOR, SACRAMENTO D%”g 2 34 ;
ITEM CUBIC :CA&!F‘ . B D 2 N RETENNON
NO. | FEET §vate _ SHGE RECORDS * " oFFicEBEPt ]
| mees| o iy R I
4 NN D - di ::':.12 .'.-r:-i.3
61 0.1 Established Posilion (STD 608A)Temyp) Pl |Current Current Retain as "Current” until Record
. +2 +2 (Temporary)} position is abolished or
reclassified. Then retain for two years
from end of fiscal year invoived.
SAM 1600 AT-1, Rem 30,
62 5.0 Industrial Disability Leave Files (Non-Toxic) P IX {Active Aclive | X! Retain as aclive unlil case is sellled
i +2- +2 or case is closed. Then retain for 2 yrs.
| Retention of files is done oh a case by
] case basis.
| PRA 6254, IPA 1798.40.
[ .
63 i Industiial Disability Leave Files (Toxic) P iX |Active Active | XI Relain as active unlil case is seitied or
i ‘ +2 +2 closed. PRA 6254; IPA 1798.40
i
64 | Industrial Disability Benefits* P X |Adtive Active | XI Retain as "Active” until superseded,
| Information (STD 618) +2 +2 PRA 6254, IPA 1798.40,
] *Filed with Industrial Disability Leave F:ies SAM 16060 AT-1, Hlem 38.
| ltems 62 and 63
65 0.2 Merit Salary Adjustment (PSD 609) p 5 5 | X Retain for five years.
PRA 6254, IPA 1798.40.
66 0.1 Miscellaneous Deduction Change Report p 2 2 X Relain for 2 years from end of
(STD 650) pay pericd involved. PRA 6254,
IPA 1798.40; SAM 1600 AT-1, Hem 48.
67 1.0 Miscellaneous Payrol/Leave Actions (STD. 671) P 5 5 | X Retain for five years. PRA 6254,
{Replaced Report of Extra Hours to be Paid IPA 1798.40; SAM 1600 AT-1, fem 51,
STD. 673) :
68 2.5 Non-industrial Disability (DE 8501)* P X Active Aclive | Xi Retain as aclive until case is sellled
] *Filed with Non-Induslrial Disability Files +5 +5 or closed, then retain for b years.
| ltem 70 PRA 6254; IPA 1798.40,




State of California

RECORDS RETENTION SCHEDULE

Std. 73 (PC Generated by DT5C 4/93)

DEPARTMENT OF TONIC SUBSTANCES CONTROL

GS #82000

1

SCHEDL}};E NO, DATE
DTEC 99-03  Jd7r1ome 3

ORGANIZATIONAL UNIT
MANAGEMENT SERVICES/HUMAN RESQURCES 13 19

PAGE OF

ADDRESS {NUMBER
400 P STREET, 4th FLOOR, SACRAMENTO

STREET CITY)

!)@PF@OV}:L N% :2 ﬁ ]

ITEM:
NO.

69

70

71

72

73

74

75

. 76

45.0

Non-Industrial Disability Files

Official Personnel Folder

(Documents found within the Personnel file)

Auth. to Use Privately Owned Vehicle (STD. 261)

Cerl, of Correction-Member Contribdﬁon
and Collections Due (PERS-283)

Correspondence Relating to a Specific Employee

Declaration of Health Coverage (HBD-12A)
*Fiied with the Health Benefits Plan Enroflment
Form (HBD-12, ltem 84)

Dental Enroliment Plan Authorization (STD, 691)

Dental Plan Direct Payment Auth. (STD. 696)

P IX |Active
+5

P iX |Active

Pl Current

P Current

P Current

Pi - [Current

P] (Current

Active
+5

Active

Current

Curremnt

Current

Current

Current

Al

Xi

X

Xl

Xi

X

X

Retain as 'Active’ until case is sefiled or
closed; then retain for 5 years.
PRA 6254; IPA 1798 .40,

Retain as "Active” until employee
separates from state service. Then
retain according to type of separation.
PRA 6254; IPA 1798.40.

SAM 1600 AT-1, ltem 76

Retain as 'Current’ until superseded or
cancelled. PRA 6254; IPA 1798.40.
SAM 1600 AT-1, Iltem 18.

Retain as ‘Current’ untit employee
separates from Stale service. Then
retain according to type of separation.
PRA 6254; IPA 1798.40;

SAM 1600 AT-1, item 10,

Retain no longer than three years from
date of issue, giving due consideration
to timeliness, relevance, and necessity.
SAM 1600 AT-1, ltem 71(a).

New form established 1/1/98,
Retain as "Current’ undil superseded or
cancelled. PRA 6254; IPA 1798.40;

Retain as "Current’ until superseded
or cancelled. PRA 6254;
IPA 1798.40; SAM 1600 AT-1, ltem 64,

1" L n

SAM 1600 AT-1, ltem 65.



State of Catlifornia

SCHEDULE ND,

DATE

DEPARTMENT OF TOXIC SUBSTANCES CONTROL, -
GS #82000 { DTSC 99-03 271299 3
RECORDS RETENTION SCHEDULE DRGANIZATIONAL UNST PAGE OF
, MANAGEMENT SERVICES/HUMAN RESOURCES 14 19
- 8td. 73 (PC Generated by DTISC 4{93) ADDRESS {NUMBER STREET CITY) D@PgDV&L? ’} ﬂ
400 P STREET, 4th FLOOR, SACRAMENTO W 5
ITEM CUBIC: * CALIF RS Gt S RE }
Mo, | FEEY $inre
' o ARCHIVES
N
77 | Designation of Persons Authorized to P |X iCurrent Current! Xi Retain as 'Current’ untf superseded or
| Receive Warrants (STD. 243) - cancelled. PRA 6254, IPA 1798.40,
] SAM 1600 AT-1, ltem 17,
|
78 | Emergency Form Indicating Whom to Pl |Current Current| Xi " " "
| Notify in Case of Emergency (DTSC 1224) SAM 1600 AT-1, tem 72
: l
79 ] Employee Action Request (copy) Pl [Active Active | Xi Retain as 'Active’ for name
| (STD. 6886) changes/exemption from taxes only.
| Then retain according to type of
i separation. PRA 6254; 1PA 1798.40,
| . Original maintained in ltem 58,
I .
80 | Employee Record (STD. 611) P [X |Active Active | XI Retain as 'Active’ until employee
| separates from State service. Then
| retain according to type of
| separation. PRA 6254; IPA 1738 40;
| SAM 1600 AT-1, ltem 34,
E
81 ] Employee Transfer Data (STD. 612) P iX |Active Active | X1 " " "
l SAM 1600 AT-1, ltem 35. -
i .
82 | Examination Application (STD, 678) P| 1tActive Active | X1 " " "
| : SAM 16060 EEH' itern 55.
83 ] Health Benefits Plan Enroliment Form (HBD 12) P| [Current Current| X! Retain as "Current’ until superseded
| or cancelled. PRA 6254; IPA 1798.40;
| SAM 1600 AT-1, ltem 6.
I
84 | Health Benefits Plan for Direct Pl |Current Current| XI Retain as 'Current’ until superseded
| Payment While in Nonpay Status (HBD 21) of cancefled, PRA 6254; IPA 1798.40;
| SAM 1600 AT-1, ftem 7. '




Slate of California

RECORDS RETENTION SCHEDULE

Std. 73 {PC Generated by DTSC 4/93)

DEPARTMENT OF TOXIG SUBSTANCES GONTROL
GS #82000

SCHEDULE MO, DATE

4 DTSC 99-03 amram9

3

ORGANIZATIONAL UNIT

PAGE OF

MANAGEMENT SERVICES/HUMAN RESOURCES 15

ADORESS  {NUMBER  STREET CiTY)

NTO

.

{TEM
NO.

culic
FEE?

CALE:
STATE

ARGHIES | -

]

400 P STREET, 4th FLOOR, SACRAME
Mi{vi - T RETENTION

- okrice

G L T I

19
\ENEET

85

86

87

88

89

90

Health Benefits Plan Heaiih Statement
Enrollinent (HBD 38)

Health Questionpaire/Medical Report
(8TD.610 HQ)

Health Queslionnaire (STD.610)

Medical Examination Report and Supplemental
Information Dealing with Exposure to Toxic
Subslances or Harmful Physical Agenls

Life Insurance Enrollment Authorization (STD 698)

Military Service Declaration (STD, 912)

P Current Current

P X jAclive Active

| PIX Active ‘ Active
+5 +5

P IX |Active Aclive
+30 +30

P Cuirent - Cuirent

Pi [Current Current

Xl

X1

Xl

Xl

X

Xl

Retain as "Current’ unlil superseded

ot cancelied. PRA 6254; 1PA 1798.40;
SAM 1600 AT-1, lfem 8,

After 1/1/98, no longer in use.

Retain as 'Active’ untit employee
separates from State service.

Then retain for five years after
separation. Medical report must be kept
in a sealed envelope. PRA 6254,

IPA 1798.40; SAM 1600 AT-1, ltem 31.

" ”n L]

SAM 1600 AT-1, ltem 32,

Retain as ‘Acfive’ until employee
separates from State service, then refain
for 30 years afler separation. Medical
report must be kept in a sealed

envelope marked TOXIC REPORT'" .
PRA 6254,

HPA 1798.40;, SAM 1600 AT-1, lter 33.

Retain as 'Current’ until superseded
or cancellXd. After June, 1990,
enrollment became automalic

for all non-represented employees
who are eligible,

PRA 6254; IPA 1798.40,

SAM 1600 AT-1, ltem 66.

Retain as "Cuirent’ untit employee
separales from State service.

Then retain according to type of
separalion, PRA 6254,

IPA 1798.40; SAM 1600 AT-1, ltem 68.




State of Calfornia

RECORDS RETENTION SCHEDULE

Std. 73 (PC Generaled by DESC 4/93}

DEPARTMENT OF TOXIC SUBSTANCES CONTROL SCHEDULE NO. DATE

_ GS #82000 NTSC 00073 4771299 2
QRGANIZATIONAL UNIT PAGE QF
MANAGEMENT SERVICES/HUMAN RESOURCES 16 19
ADDRESS {NUMBER STREETY CITY} BG5S APPROVAL NO
400 P STREET, 4th FLOOR, SACRAMENTO qqQ- 2 3 4 4

ITEM
NQ.

CUBIC
FEET

MY ET

&0

91

92

93

94

95

96

NOPA (Notice of Personnel Action)

Notice of Change andfor Cert. of
Contribution Rate {PERS-155)

Oath of Office (STD. 688)

Oath of Allegiance/Permission fo Wofk (STD. 689)

PERS Beneficiary Designation (PERS/STD 241}

Performance Appréisalﬂndi\riduai Deﬁe[opment

Plan (STD. 637)

Pl |Cumrent

P! [Current

P X |Current

P |X |Current

P |Current

P[X iCurrent

Current

Current

Current

Current

Current

Current

Xl

X

Al

Xl

Xl

X

Retain as "Current’ until superseded
or cancelled. PRA 6254,
IPA 1798.40; SAM 1600 AT-1, tem 82,

Retain as 'Current’ until employee
separates from State service,

Then retain according to type of
separation. PRA 6254; IPA 1798.40;
SAM 1600 AT-1, Hem 9 '

Retain as 'Current’ untll employee
separales from State service.

Then retain according o type of
separation. PRA 6254; IPA 1798.40;
SAM 1600 AT-1, ltem 62,

L L "

SAM 1600 AT-1, ltem 63.

Retain as 'Current’ until superseded
or cancelled. PRA 6254; IPA 1798 40,
SAM 1600 AT-1, ftem 15.

Retain as "Gurrent’ until superseded.
Exception: If there is evidence of
possible adverse action, then retain
for 3 years, PRA 6254; IPA 1798.40;
SAM 1600 AT-1, Item 43,




State of Catfornia

RECORDS RETENTION SCHEDULE

Std. 73 {PC Generated by DTSC 4/93)

DEPARTMENT GF TOXIC SUBSTANCES CONTROL SCHERULE NO. DAYE
GS #82000 ADTSC 99-03  J7m1200 1.
DRGANIZATIONAL UNIT PAGE -OF

MANAGEMENT SERVICES/HUMAN RESOURCES

17

ADDRESS {NUMBER STREET CHY)

~ 1400 P STREET, 4th FLOOR, SACRAME

NTO

9‘9""“? 5 4

ITEM

NO.

cuBic
FEEt

97

98

99

100

101

16.0

Report of Performance for Probationary Employee
{STD. 636)

Salary Range Justificalion
(Same as Deep Class Substantiation - SRB 300-903)

State Service Reconcilation Forms/Cards

Subject to Proper Placement Letter

Payroll Warrant Register (CD 38)*
*Report of Exceptions {CD 66), ltem 106 are filed
with the above form

P iX {Current Cerent
PiX 3 3
P X |Active Active
P iX iAclive Active
PiX 4 4

X

Xl

Xi

X

Xl

envelope. PRA 6254; IPA 1798.40,

lyears of cause.) PRA 6254;

Retain first, second and final report until
superseded by first STD 637 (Individual
Development Plan). Exception: If there
is evidence of possibie adverse action,
retain all three for three years plus
current report. (Government Code 19365
permits adverse action within three

IPA 1798.40; SAM 1600 AT-1, ltem 42.

Retain for three years or until audited by
the State Personnel Board, whichever
occurs first. PRA 6254; IPA 1798.40.
SAM 1600 AT-1, ltem 13.

Retain as "Active” until employee
separates from state service, Then
retain according to type of separation,

Retain as "Active” until employee
separates from State service.
EXCEPTION: If the State Personnel
Board Medical Officer or histher
designee determanes that employment
restrictions ho ionger apply, the letter
shall be destroyed. NOTE; Medical
records must be keptin a sealed

Retain for 2 years from end of
pay period involved, Retain two
more years or until audited.
PRA 6254, IPA 1798 40,

SAM 1600 AT-1, ltem 2,




State of Californta

DEPARTMENT OF TOXIC SUBSTANCES CONTROL SCHEDULE NO. DATE
) : GS #82000 LTS 99-—03__’7/12/99 3
RECORDS RETENTION SCHEDULE ORGANIZATIONAL UNIT PAGE oF
MANAGEMENT SERVICE S/HUMAN RESOURCES 19
Std. 73 (PC Genersted by DTSC 4/83) ADDRESS {NUMBER STREEY CHY) DG, BROVAL N -
400 P STREET, 4ih FLOOR, SACRAMENTO qg) ) 2 3 4 g
ITEM CUmC | - CALIR T s : ;
ND, | FEET E
102 2.0 Payroll Adjustment Notice (STD 674) PIX 5 5 Xl Retain for five years from pay petiod
' involved, PRA 6254, IPA 1798.40;
SAM 1600 AT-1, item 52.
| 103 2.5 Personnel Aclion Request (STD 680) P X [Current Current! XI Retain as "Current” until stalus
(three-part) changes and new turnaround
|is received. PRA 6254, IPA 1798.40;
SAM 1600 AT-1, item 56.
104 2.0 Personnel Action Request P 2 2 Xi Retain for a period of no less six
(STD 680 and GBOA) months following the close of the fiscal
(Original keyed on-line) year in which the data was entered on
the Employment History Data Base.
PRA 6254; IPA 1788.40,
SAM 1600 AT-1, ltem 57.
105 * Repori of Exceptions (CD 66)" P 4 4 Xl Retain for 2 years from end of pay
*Filed with Payroll Warrant Regtsler (CD 38) period involved. Relain two more years
Hem 101. or until audited.
PRA 6254; IPA 1798 .40,
SAM 1600 AT-1, ltem 5.
106 . Report of Occupational Injury or Hlness P X jActive Active | XI Retain as "Active” until settiement of
(SCIF 30867) +2 +2 claim or closing, then retain two years.
*Filed with Industrial Disability Files, tems 62 & 63 PRA 6224; IPA 1798.40.
SAM 1600 AT-1, ltem 11,
107 1.2 Report of Absence Without Pay (STD 603) P 5 5 X Retain for five years from pay period
involved. PRA 6254; IPA 1798.40;
SAM 1600 AT-1, ltlem 27.
108 05 Repor! of Extra Hours To Be Paid (STD 673} P 5 5 X " " "
SAM 1600 AT -1, ltem 51,




State of California .
RECORDS RETENTION SCHEDULE

Std 73 (PC Genersted by DTSC 4793}

DEPARTMENT OF TOXIC SUBSTANCES CONTROL SCHEDULE NO. DATE

GS #82000 prer qg-n3 47/1299
CRGAMIZATIONAL LNty PAGE OF
MANAGEMENT SERVICES/HUMAN RESOURCES 19 19
ADDRESS {NUMBER STREET CHY) DGS APPROVAL NO.

ITEM cugic - CALIP
Ho. | FEET | sfAtE

' AREMIVES

q . L

Miv

-, RETENTION

400 P STREET, 4th FLOOR, SACRAMENTC

99-234 .

109 0.1 Revolving Fund Forms (DTSC 1028)

110 0.5 Salary Garnishmen! (STD 639)

111 * Standard Clearance and Waiver®
(STD 618)
* Filed wilh Cerl. of Eligibles {(STD.664), ltem 57

112 0.1 Subpoenaed Records Request Files

Total Cubic Feet: 267.1

Pl iAclive " {Active
+2 +2

P X [Aclive Aclive
1+4 +4

Xi

Xl

X

X

Retain as "Active” for reference
material. (Copies only} Original
maintained in Accounting.

PRA 6254; IPA 1798.40.

SAM 1600 AT-1, ltem 77.

Retain as "Active” until garnishment is
salisfied, then retain for four years from
end of pay period involved or until
audited, whichever ocours first.

IPA 1798 40, PRA 6254,

SAM 1600 AT-1, ltem 44,

Retain for 3 years or until audited by the
Stale Personnel Board, whichever
ocours first. PRA 6254; 1PA 1798.40.
PRA 6254; IPA 1798.40.

SAM 1600 AT-1, llem 37,

Destroy by shredding. PRA 6254;
IPA 1798.40.




